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Overview of Time Matters for Microsoft Outlook

LexisNexis® Time Matters® for Microsoft® Outlook gives you convenient access to
information on your Time Matters Contacts and Matters while you work in Microsoft Outlook.

Time Matters for Outlook is a separate installation from the main Time Matters application. It
creates a new tab on the Outlook ribbon, where you can show or hide the Time Matters bar.
The Time Matters bar shows summary information about Contacts that appear in the email
currently selected in Outlook. From the Time Matters bar, you can open full Contact and Matter
records to view additional information or make changes.

r

..tli

L} |
i
L]

Requirements

To install and use Time Matters for Outlook, you must have:
e Time Matters 11.1 or later
e Time Matters Mobility installed and running on a server in the network
e A current Annual Maintenance Plan (AMP) for Time Matters

e The Enable Web Access check box must be selected on the Progarm Level Setup
window in Time Matters

e Microsoft Outlook 2007 with Service Pack 1 or Outlook 2010 (32-bit)

e Microsoft Windows XP (32-bit only), Windows Vista, Windows 7, Windows Server 2003,
or Windows Server 2008 R1/R2

Some additional software will be installed automatically if it is not detected on the computer:
e Microsoft .NET Framework 4.0
e Microsoft Visual Studio 2007/2010 Tools for Office Runtime



Install Time Matters for Microsoft Outlook
If all the requirements listed on page 2 are met, you are ready to install Time Matters for
Microsoft Outlook on each individual computer where the feature will be used.

Note: Time Matters Mobility must be installed on a server on your network before you install
Time Matters for Microsoft Outlook. For instructions on installing Mobility, please see the Time
Matters Installation Guide.

To install Time Matters for Microsoft Outlook:

1. If Microsoft Outlook is currently open on your computer, close it before you begin the
installation.

2. Double-click the installation file setup.exe.

3. The installation wizard detects whether required components are present on the com-
puter. If any components are missing, the wizard will install them for you.

Click Install to install the required components.

Time Matters® for Microsoft® Outlook® - Installshield Wizard

- Tinwe Makters® for Micosoft® Outlook® reguires the Following kems to be instaled on
(o our computer, Click Tretal o begin instaling these requirements,

Staftus | Requirement
Pendng Miorosoft ¥STO 2010 Runbims
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4. The Welcome screen opens. Click Next to continue.

& Time Matters® for Microseft® Outlook® - InstallShield Wizard X

Welcome to the InstallShield Wizard for Time Matters® for MicrosoftiE
Outlook®

The InstalShickiiR) Wizard willinstal Time Matters® for Microsofti@ Outlbak@ on your
camputer. To contirwe, dick Mext,

WWARMING: This program is probected by copyright: lav and international treates,
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5. Review the License Agreement in its entirety. Select I accept the terms in the license
agreement.

Click Next.

tiook® - InstallShield Wizard X

License Agreement
Fleass read the Following license agresment carsfully,

| ¥

End User License Agreement

FLEAZE READ THIS AGREEMENT IN ITS ENTIRETY A% THE TERME MAT HAVE
CHAMGED, By CLICKING THE "I ACCEPT" BUTTON, 00U ACKNCWLEDGE THAT
(1) 70U HAVE READ AND UNDERSTOOD THIS AGREEMENT; (2} vOU ARE
SBUTHORIZED TO ACCERT IT; AND [3) ¥OL AGREE TO ITS TERMS. IF vl DO
MWOT ACCEPT THE TERMS COMTAIMED MEREIM, CLICK THE "I DO NOT
HBCCERT® BUTTON BELOW .

PLE&SE WOTE: THE TERMS CONTAINED HEREIN M&T HAWVE CHANGED,
FURTHER, THIS ACGREEMENT COMTAINS TERMS THAT APPLY T A PERPETUAL

(¥ 1 accept bhe berms in the cense agresment

{1 do nat sccept bhe berms in the license agresment

[ <Back | Mext> ][ Cacel |




. If you want to specify a different destination folder, click the Change button and browse
to the desired folder.

Click Next.

il:' Time Matters® for Microsoft® Outlook® - Installshield Wizard

Destination Folder
Click Mext bo instal bo this Folder, or dick Change to instal to 5 different Folder,

7 Instal Time Matbers® For Microsoft@ OuthokB bo:
—  ChProgram AlesLexishaxis| TMO) Change...

[ <Back || Mext> |[ Cancel |

. In the Server Name box, type the name of the server computer on which the LexisN-
exis Common API Service is running. Typically, the Common API is installed when you
install Time Matters Mobility (or Mobility for another LexisNexis Practice Management

application).

Click Next.

i Time Matters® for Microsoft® Outlook® - InstallShield Wizard

LestisMess Dommon APL Service Locabion

Server Cormection Information

Please provide the Server Name where the Legshexdis Comman &FT Service is located:

Server Name: *

Example: SERVER-123

* Required Fiekd

Mote: IF you da not have wour connection information, pleass consult with your IT Sdministrator
For mare detals.

[ <Back [ Mext> |[ Cacel |

If the installer is unable to detect the Common API Service on the server you
specified, you will be prompted to type the port number where the Common API Service
is located. This is normally port 60000 or 60001.
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8. Click Install to begin installing Time Matters for Microsoft Outlook.

& Time Matters® for Microseft® Outlook® - InstallShield Wizard X

Ready to Install the Progran
The wizard is ready to begn instalstion,

Click Iristall bo begin bre instalation.

TF you want bo review or change army of your nstallation settings, click Back, Click Cancel to
it e wizard.
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9. Click Finish when the installation process is complete.

& Time Matters® for Microsoft® Outlook® - InstallShield Wizard X

Installshield Wizard Completed

The InstalShickd Wizard has successfully mstaled Tme Matters@ For Microsoft @ Ouboos® .
Clhck Firish bo exic the wazard.

@ LexisNexis

-

Next, you must specify a Time Matters user account to use with Time Matters for Microsoft
Outlook.




Specify a Time Matters user

After installing Time Matters for Microsoft Outlook, open the Time Matters login window. (If
Time Matters is currently open, click the File menu and then click Re-Login.)

On the login window, click the Options button to display additional login options at the bottom
of the window. Select the Save This Login check box. Enter the user name and password you
want to use with Time Matters for Microsoft Outlook, and click OK.

While Time Matters is still open, open Microsoft Outlook. Time Matters for Outlook will detect
the current Time Matters user, whose login information you saved in the preceding step. This
Time Matters user will be displayed in Time Matters for Microsoft Outlook.

View the Time Matters Bar

Time Matters for Microsoft Outlook creates a new Time Matters tab on the Outlook ribbon.

Select the Time Matters tab and click the Show/Hide button to show or hide the Time
Matters bar.

You can collapse and expand the Time Matters bar by clicking the double arrow at the top: K83

You can also resize the Time Matters bar to accommodate more text. Click and hold the pointer
over the left border of the Time Matters bar and drag the border left to enlarge the bar.

Outlook Contacts versus Time Matters Contacts

Two different sets of contacts are displayed on the Time Matters bar.

e Outlook Contacts are the persons or groups that appear in the header area of emails (the
sender and recipients) or appointments (the organizer and attendees).

¢ Time Matters Contacts are a separate set of records, stored in your Time Matters
database.

When you synchronize Time Matters with Microsoft Outlook, many of your Outlook Contacts
are matched to Time Matters Contact records. When contacts are matched, selecting the
Outlook contact will make its Time Matters Contact counterpart available to view, along with
any Matters related to it.



Elements of the Time Matters Bar

The Time Matters bar can appear in a collapsed or expanded state.

When collapsed, the bar shows the following information:

e The currently selected Outlook contact (by default, the sender of the selected email or the
organizer of the selected appointment).

e The number of Time Matters Contacts and Matters related to the selected Contact.
e Buttons to perform a search and to show details of related Contacts and Matters.

When expanded, the bar shows a full Search box and tabs for related Contacts and Matters.

Collapsed bar Expanded bar

Time Matters user

| . ICnnBct =

|Cuntact5 on EMail | John Smith iv..||

3 Matters match with John Smith

Open search box

HEH UYor YIS

Selected Qutlook Contack

[IEWT UD S1IE0T 7

Able Consulting Tax Return
08-1236.004

=1
T

Arthur, Betty Tax Retum
Change Cutlook Contact

07-4378.001
# of related JonahMatter1
Time Matters Contacts 00012

Wiew Contact list/details

# of related Matters

Wiew Matter list/details




Select a Contact to view

When you click an email or appointment in Microsoft Outlook, the Time Matters bar displays
the Outlook contacts for that email or appointment, and any Time Matters Contacts and
Matters associated with that Outlook contact.

By default, the Time Matters bar shows the sender of the email or the organizer of the
appointment as the current Outlook contact. If you want to view a different contact, such as
one of the email’s recipients or one of the appointment’s attendees, you can change the
selected contact.

To change the selected Contact:
1. Click the arrow below the name of the currently selected Contact.
2. A list of Contacts appearing on the email or appointment is displayed.

Johin H. Smith

Mariyn C. Campos

Rene Aharez
Mitchell L. Akins

Linda Mercato

Rohert Scott Brown

3. Click a different Contact on the list.

Note: Contacts in the Bcc field of a selected email are ignored and do not appear in the Time
Matters bar.



Find a Contact or Matter

Use the Search feature to locate a Contact or Matter by name.

To search for a Contact or Matter:

1. If the Time Matters bar is collapsed, click the Search button to expand it and show the
Search page.

2. Type part or all of a name in the Search box.

| Contact = C!

3. Select the type of record (Contact or Matter) you want to search for on the drop-down
list beside the Search box.

4. Click the button beside the Search box to begin the search.

A list of matching records appears on the Search page.

| able Contact ,m

& Search Results Found

Rudy Shah

Frank Geller

Joseph P |saacs

Frederick A. Sherman
015

Able Consulting
004

barmybé@awdemo.com

5. Click an entry in the list of search results to view details for that record.

To return to the Contact and Matter tabs without selecting a search result, click the

Switcher button (c ).
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View Contact details

To view Contact details when the Time Matters bar is collapsed:

1. Click the Contacts button on the bar.

If there is more than one Time Matters Contact associated with the current Outlook
contact, a list of Time Matters Contacts is displayed. Click the Time Matters Contact

whose information you want to view.

The flyout window displays summary information for the Contact.

0001

Staff
Code:
Worikc

Home:
Mobile:
Fax
Email:
Adderss:
City:
State:
Zip:
Memo:

Contacts on EMail | John Smith

John Smith

ACCT
919.388.8977

919.397 8973

[ohn. smith@mylawfirm.com
2000 Regency Parkway
Cary

NC

27518

@Mt FBEE

[75]
g
=
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| 8
Z| &
=13
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2. To show a different Contact’s information, select the desired Outlook contact from the
Contacts on Email drop-down list. If there is a Time Matters Contact record for the
selected Outlook contact, the flyout window will update to display the information.
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To view Contact details when the Time Matters bar is expanded:
1. Click the Contacts tab.

If there is more than one Time Matters Contact associated with the current Outlook
contact, a list of Time Matters Contacts is displayed. Click the Time Matters Contact
whose information you want to view.

The tab displays summary information for the Contact.

Contacts on EMail | John Smith - |
_.I.:- @
John Stith
0001
Staff:
Code: ACCT
Work: 9193888977
Home:
Mobile: 919897 8978
Fax

Email: john.smithigmylawfirm.com
Address: 2000 Regency Parkway
City: Cary
State: NC
Zip: 27518
Memo:

e F BB E

2. To return to the list of Contacts, click the Back button ( c ).

3. To show a different Contact’s information, select the desired Outlook contact from the
Contacts on Email drop-down list. If there is a Time Matters Contact record for the
selected Outlook contact, the flyout window will update to display the information.
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Open a full Contact or Matter record

From the Time Matters bar in Microsoft Outlook, you can open a full Contact or Matter record
for viewing or editing.

To open a full record:
1. Display the details of the desired Contact or Matter.

¢ If the Time Matters bar is collapsed, you can display details in a flyout window.

o If the Time Matters bar is expanded, you can display details on the Contact or

Matter tab.
Cortacts an EMaa | ok Smiin |m,‘mmwa" rer— L=
il
o
g
John Smith
o
ooot 2 0@
g John Smith
Sl B 0001
Coge: ACCT
Warkc 915,888 8577 -
Hpme Code ACCT
Mable: 910 237 8575 Work. $19.335.8977
Fay Home
Email”  |ohn amimn@mdawom com Maoile: 9198378978
Addarss: 2000 Regency Parkway Fax
City, Cary i - )
Staie: NG Emall: johnasmith@myasfm com
Ior 27518 Adoross 2000 Regancy Parkway
Mema City. Cary
Siate- WO
fp 3TE18
Memao
i i R (=

G FEEE

2. At the bottom of the details area, click the icon corresponding to the record tab you want
to display.

The Contact or Matter record form opens in a new window, displaying the tab
corresponding to the icon you clicked.

Frimary Motes Billing
tab tab tab

| | |
dh &b
Rellted DncurLents Timelline

tab tah tah
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Uninstall Time Matters for Outlook

Uninstalling the software will remove all files and registry entries created by Time Matters for
Microsoft Outlook.

To uninstall Time Matters for Outlook:
1. Close Microsoft Outlook if it is currently open.
2. Open the Windows Control Panel.
3. Double-click Add or Remove Programs.
A list of installed programs appears.
4. Locate Time Matters for Microsoft Outlook in the list and click it.

5. Click Remove. When prompted to confirm that you want to remove the software, click
Yes.

Reinstall Time Matters for Outlook

You might need to reinstall Time Matters for Outlook under circumstances such as these:

e You have removed the Time Matters add-in from Outlook using the Outlook Add-in
Manager.

e You have moved to a different version of Microsoft Outlook, such as from 2007 to 2010
or from 2010 to 2007.

To reinstall the software, simply run the setup file tmosetup.exe again.

Repair a deleted or unregistered installation

If the Time Matters for Outlook add-in is deleted, you will need to repair the installation. This
will reinstall Time Matters for Outlook in its original location and restore its registry entries.

To repair the installation:

¢ Click the Windows Start menu, click All Programs, point to LexisNexis, point to Time
Matters for Microsoft Outlook, and click Repair Add-In.

If the Time Matters for Outlook add-in becomes unregistered, you will need to re-register it.

To register the add-in:

e Click the Windows Start menu, click All Programs, point to LexisNexis, point to Time
Matters for Microsoft Outlook, and click Register Add-In.
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